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1. [bookmark: _Toc104276544]Purpose and Scope

1. The purpose of this procedure is to support the HEIW Health and Safety Policy and sets out the requirements of HEIW in relation to fire safety and to support HEIW’s compliance with the Regulatory Reform (Fire Safety) Order 2005 (RRO).

2. This Fire Management Procedure and any arrangements made under it applies to:

1. all persons employed or engaged by Health Education and Improvement Wales (HEIW) including part time workers, temporary and agency workers and those holding honorary contracts.

2. Visitors, contractors, and volunteers.

3. A commitment to be aware of fire precautions and fire procedures is a basic duty of all staff and an essential obligation for the responsible persons within the organisation.

Other NHS Health Boards and Trusts will have their own health and safety policies which will apply to HEIW staff working in NHS premises elsewhere across Wales.

2. [bookmark: _Toc104276545]Aims and Objectives

1. To ensure, as far as is reasonably practicable, the safety of all persons by minimising the possibility of outbreaks of fire from occurring and that, if they do occur, they are rapidly detected, effectively contained, quickly extinguished, and people evacuated quickly so as to prevent injury and/or ill health to anyone who may be affected by our activities.

2. This procedure will ensure compliance with the RRO by ensuring fire risks are considered, and that they are reduced where possible.

3. [bookmark: _Toc104276546]Roles & Responsibilities

1. The Responsible person/s has the duty to implement the articles and regulations of The Regulatory Reform (Fire Safety) Order 2005. The main regulatory authority is the Fire and Rescue Service who have the power to inspect premise and records, investigate, serve notice or begin lawful proceedings to responsible persons. The Fire Authority will determine who in their opinion the responsible person/s is, when there is a need for them to do so. 

[bookmark: _Hlk108774379]3.2	The Chief Executive Officer (Responsible Person) is responsible for ensuring that the Authority complies with current fire safety legislation in all the premises that it owns or occupies. The Chief Executive Officer has nominated the Director of Workforce and Organisational Design (Responsible person) with responsibility for Fire Safety issues. It will be the responsibility of the Chief Executive Officer in conjunction with the appointed Director of Workforce and Organisational Design to ensure that HEIW has effective Fire Safety management, provide assurance on fire safety, employ a competent Facilities and Compliance Manager to lead on fire safety, provide support for lead person to manage fire safety and secure investment for fire safety initiatives.

3. The Facilities and Compliance Manager (Responsible person) is responsible for commissioning Competent Person’s (Fire) who are installers and maintainers of fire safety equipment due to their skill, knowledge, and qualification. They have responsibility for ensuring a fire risk assessment is completed annually and providing solutions for the building recommendations and premises risks identified by the fire safety contractors ensuring that they are correctly dealt with, and if necessary, entered into the HEIW risk register. They should ensure adequate consideration and priority in the allocation of resources for the safe management of fire precautions. Other responsibilities includes obtaining expert advice on fire legislation; having an awareness of all fire safety features in their buildings ;write and review Fire Management policy; obtain expert technical advice;, understanding of Fire safety risks particular to the organisation, developing  requirements for mobility impaired staff and visitors with regard fire procedures, Compliance with legislation, taking into account advice from the Fire Safety contractors or instruction from the Fire Authority, Monitoring and the mitigation of unwanted fire incidents; Liaison with enforcing authorities; Monitoring the inspection and maintenance of fire safety systems and equipment to ensure it is compliant; Review of identified risks in fire risk assessments and if necessary place on the HEIW  risk register; Ensure the day to day implementation of the fire safety policy; appoint and provide training for fire wardens.

3. Fire Wardens should be appointed and trained in line with regulations and refreshed every 3 years. They are not in an enforcing role but should report to the Facilities and Compliance Manager. Responsibilities include acting as a focal point on fire safety issues for staff; Organise and assist in the fire safety regime within local areas; Raise issues regarding local area fire safety with local management; Assist with coordination of the response to an incident within the immediate vicinity; Be responsible for the roll call during an incident if required; Be trained to tackle fire with firefighting equipment where appropriate; Support the Facilities and Compliance Manager on regular fire safety checks; Participate in regular fire warden training and apply the information and duties to the workplace

3. All HEIW employees  have a duty to ensure that they comply with the fire safety arrangements and procedures at their workplace and that they do not commit acts which could lead to an outbreak of fire. All employees have a duty under the Health and Safety at Work Act, to take reasonable care of their own health and safety at work, and of other persons who may be affected by their acts or omissions. All HEIW employees are required to complete fire safety training and to familiarise themselves with the content of the premises’ fire procedures.

1. [bookmark: _Toc104276547]Implementation

4. In the case of a fire, the alarm should be raised by ringing the fire alarm bell, by breaking the glass of the nearest electronic call point, or shouting ‘FIRE, FIRE’ to ensure that all persons within Ty Dysgu are aware of the emergency situation.

4. Employees are to stop work and evacuate the building as soon as possible when the alarm sounds (apart from weekly tests) and should escort any visitors or contractors to the designated Assembly Point, located near the grass verge in the car park at the front of the building, via the closest safe exit.

4. Personal Emergency Evacuation Plans (PEEPs) will be developed for staff who may need assistance to leave the building. PEEPs are to be developed by the Facilities and Compliance Manager in conjunction with the individuals concerned and will detail the method of escape to be used.

4. HEIW will identify and conspicuously mark the assembly point which is in an accessible and safe location. If working on a remote site then staff should make time to find out where the assembly point is although this should be provided on induction when first visiting those premises.

4. Once assembled a nominated fire warden or designated deputy will check that all staff (and others) are present and liaise with the appropriate emergency service(s).

4. The evacuation plan for the building will be displayed on the safety notice board and will be brought to the attention of all employees. It will also be placed near each of the break glass points throughout the building.

4. The evacuation procedure should take into account people who may be unfamiliar with the building or may have difficulty in evacuating in the case of emergency and must be communicated to all staff and visitors and people with specific duties under this procedure.

4. The Facilities and Compliance Manager will ensure that a site plan is developed and displayed depicting the types and location of all fire equipment. He will also ensure that fire  drills are carried out, at least every six months, and that a record of any alarm activation is kept in the fire logbook.

4. HEIW will provide and maintain suitable fire extinguishers and all staff will be made familiar with the use of these extinguishers, so they are aware of which extinguishers to use for each class of fire. Fire extinguishers are provided as a means to assist in ensuring evacuation is possible and are NOT provided to encourage employees to fight fires unless trained to do so. Nobody is to place themselves in any undue risk by fighting a fire which should only take place where it is considered safe to do so. Evacuation and raising the alarm is the priority.

4. To minimise the likelihood of fire and to comply with relevant legislation smoking is strictly forbidden within premises and grounds under the control of HEIW. All items of electrical equipment will be PAT tested as part on an Annual PAT testing program. The recharging of personal items within premises under the control of HEIW is strictly prohibited unless permission has been granted by the Facilities and Compliance Manager.

4. A fire risk assessment (arranged by the Facilities and Compliance Manager) will be undertaken on premises under the control of HEIW by a competent person on an annual basis. The assessment should detail the hazards and associated precautions in relation to fire safety with any recommendations arising from the assessment completed within the identified timescales.

4. A fire logbook will be maintained at reception and the Facilities and Compliance Manager will be responsible for ensuring that it is kept up to date in accordance with this policy.

4. The fitting and upkeep of fire alarm systems will be based on the findings of the fire risk assessment. All alarm activations or fires MUST be reported using the Incident Report Form at the earliest opportunity.

4. The fire emergency and evacuation action notice and emergency exits plan are located in appendix 1 and 2.

1. [bookmark: _Toc104276548]Training

5. All staff will receive fire safety awareness training as part of their induction and on an ongoing basis through ESR modules thereafter.

5. HEIW will appoint and train a number of Fire Wardens who will receive training (as will their deputies) to ensure that they are aware of the fire safety policy and their particular part in implementing it. Details of fire wardens will be displayed on the safety notice board.

1. [bookmark: _Toc104276549]Monitoring

6. The fire risk assessments will be reviewed at least on an annual basis, and following new risk information, incidents or when a change to method of use is planned.

1. [bookmark: _Toc104276550]Reference Documentation

1. Regulatory Reform (Fire Safety) Order 2005 
1. Fire Safety (Employees Capability) Reg. 2010
1. The Health and Safety at Work Act 1974 
1. Fire Management Policy V1 2019
1. The Management of Health and Safety at Work Regulations 1999 
1. Health & Safety Policy 
 
1. [bookmark: _Toc104276551]Further Information

Further information is available from the Facilities and Compliance Manager on (01443) 824193.

Appendix 1 - Fire Emergency and Evacuation Action Notice
It is the policy of HEIW that on activation of the fire alarm system all occupants are to evacuate the building and converge at the designated assembly point.

It is the responsibility of all staff, visitors and guests to familiarise themselves with the Fire/Emergency Action Plan and the fire escape routes within the building.

Action on discovering a fire:

1. Shout ‘FIRE, FIRE’.
1. Operate nearest fire alarm call point.
1. Call the fire brigade by telephoning 999.
1. If safe to do so, close all doors and windows as you leave the building by the nearest and/or safest exit.
1. Do not stop to collect personal belongings.
1. Report to the assembly point on the grass verge in the car park at the front of the building and make yourself known to the fire warden responsible for your floor.
1. Remain at the assembly point until you are told it is safe to re-enter the building or whether you need to take further action due to the escalation of the emergency situation.

Action on hearing the fire alarm:

1. If safe to do so, close all doors as you leave the building by the nearest and/or safest exit.
1. Ensure any clients or visitors remain with you at all times.
1. Do not stop to collect personal belongings.
1. Report to the assembly point at on the grass verge in the car park at the front of the building and make yourself known to the fire warden responsible for your floor.
1. Remain at the assembly point until you are told it is safe to re-enter the building or whether you need to take further action due to the escalation of the emergency situation.


Facilities and Compliance Manager or Senior leader in attendance.

Call 999 and request the fire brigade 

Collect the roll call sheet from the Reception printer if safe to do so and complete a roll call of staff.

Liaise with authorities

Provide authority to return to building if safe to do so


Fire Wardens for building

Fire wardens’ information is available on the health and safety noticeboard and on the intranet

If you are aware of anyone who has not left the building please inform one of the Fire Wardens or Fire Officers in attendance.

If you are unable to evacuate for whatever reason please make it known you are in the building, your location and the reason you have been unable to evacuate.


UNDER NO CIRCUMSTANCES RE-ENTER THE BUILDING UNTIL SAFE TO DO SO



Appendix 2 – Fire Exits and Escape Routes in Ty Dysgu
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